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Tips and Tricks (¥)

Step |- Admit the Client Use when there is not an open Crisis episode. If an open Crisis Episode exists, skip to
Documentation in Crisis Progress Note (Step 2).

Log into Avatar. From your Home View:

I.  Navigate to the Search Forms box and enter Admission.
2. Select the Admission Form from the list and double-click on the form name.
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I.  Enter the Last Name, First Name, and Sex of the client.
2. Click Search.
3. If no matches are found, click Ok and New Client. Select Yes to auto assign next ID Number.

Select Client X

Date Of Birth Alias Social Seauri... myAvatar 2018 - Client x

Auto Assign Mext ID Number?
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Note- If the appropriate client is listed in the search box (already a client of BHD) click ‘Select’ in Search Results box.
In the episode pre-display, click Add. Note- If Crisis is listed under the Program column, and there is no Discharge
Date, this client is already admitted into a Crisis episode and there is no need to complete the admission form. Click
Cancel.

|+ [l

Admit Date Discharge Date
1 04/12/2018

438 Adult Acute Unit

When the Admission Form opens, enter the appropriate information in the red ‘required’ fields.

Name, episode number, and sex will default from the previous New Client window.

l.
2. Enter the client’s birth date. This is not required, but helpful.
3. Enter the Admission Date or click T for today.
4. Enter the Admission Time or click Current for current time.
5. For the Program, select Crisis (607 1) from the drop-down list.
6. Select the Type of Admission from the drop-down list.
7. Click Submit.
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Step 2- Complete Documentation in the Crisis Progress Note
From the Home View:

I. Select the client from the Recent Clients widget, or search for the client in the Search Clients box.
2. Enter Crisis Progress in the Search Forms box.
3. Select Crisis Progress Note from the list and double-click to select the form.

R t Clients
Thirty Training (008 168308)
One Trainingdient (008168911)
Search Forms e
| Crisis progress| 'E,
Search Clients e Crisis Progress Note Avatar CWS [ Progress Notes

Last Modified 3/14/2019 2 Avatar Children’s Mobile Crisis



The Crisis Progress Note Form opens in Draft status. Complete the form as appropriate, making sure all red required
fields are completed.

v wpn

Select Client- The client’s name defaults in this section. Note- if you are returning to the form to complete a
previously submitted draft note, select the draft note to edit from the drop-down list.

Select the appropriate episode of care (i.e., the open Crisis Episode).

Progress Note For- select New Service.

Note Type- choose Crisis Mobile Team from the drop-down list.

Enter your documentation in the Notes Field (copy/paste from youth’s Synthesis Progress Note or Narrative of
the Face to Face).
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Copy/paste the text that is in the youth's Synthesis Progress Note or Narrative of the Face to Face (pending which was ~F
completed) . a2
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Response Plan- enter the response plan (brief summary of what the outcome is; indicates next steps that are
going to take place in the near future).

Practitioner- your name should be the default.

Enter the Date of Service or select T for today, Y for yesterday.

Service Charge Code- enter ‘Non’ and select Non Covered Service from the list.

Total Practitioner Time- enter the total amount of time spent with the client.

Location and Service Program default to ‘Other Place of Service’ and ‘Children’s Mobile Crisis’.

The note defaults to draft status. If you are able to complete all the required fields and ready to file the note,
select Final. If you need to save the note and complete it at a later time/date, leave the note as Draft.

Select ‘File Note’.

Response Plan

The response plan is essencially a brief surmary of what the ONToome 1s, and it indicates next steps that are going o B
to take place in the near future.
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Example Response Plan
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You are presented with a TIFF image of the note. Use the arrows at the top of the screen to page forward as needed.
Verify that all information is correct. If you need to return to the form to make a correction, click Reject. If the note is

complete, click Accept.

w‘ Crisis Progress Note 2 ﬁ
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Date Created: DO/06/2018 at 02:11 DM CDT
riziz Progress Note

ame: CHANG, CHO (D08164793)
DOB: 03/12/1981

5 ertown Plank Rd.
Milwaukes, WI 53226-3559

Progress Note For: MNeuw Service
Hote Type: Crisis Mobile Team
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L. Ji.al:

Response Flan:
This is my response plan.

signed: SUSAN MORRIS on 08/06/2018 at 02:11 FM CDT Author

Enter your password and click OK. Click OK.
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Step 3- Discharge the Client from the Cirisis Episode.

Click the red X to close the form.

‘ Crisis Progress Note # ﬁ
o Crisis Progress Note

**The Discharge Form should be completed as soon as the Crisis Progress Note is completed.
If you did not open a Crisis Episode, you do not need to complete the Discharge Form*#*

From the Home View:

I. Select the client from the Recent Clients widget.
2. Enter Discharge in the Search Forms box.
3. Double-click to select the Discharge Form.

Recent Clients
One Trainingdient (008168311)

Search Forms
[Discharge| e 2

Search Clients advanced M| Pre Admit Discharge

Avatar PM / Client Management [ Episode Management

Discharge Avatar PM | Client Management / Episode Management
Crigis Discharge Summary Report (OLD) Avatar PM / Client Management [ Episode Management
Crisis Discharge Alert Avatar PM [ Client Management / Episode Management
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In the pre-display, double-click on the episode (admission) you just opened.

=
Name: ONE TRAININGCLIENT
ID: 8168911

Sex: Female
Date of Birth: 03/01/2002

Program
2 Crisis 03/14/2019
1 538 Acute CAIS 03/13/2019

The Discharge Form opens. Complete the form as appropriate, making sure all red required fields are completed.

Episode Number- the previously chosen episode defaults.
Date of Discharge- enter the date of discharge or click T for today.

Discharge Practitioner- enter the discharging practitioner’s name.

Add any additional notes or discharge instructions as appropriate.
Click Submit.

NoUhwbd -

Discharge Time- enter the time of discharge or click Current for current time.

Type of Discharge- choose the appropriate option from the drop-down list.

Chart Discharge » ﬁ o
o Discharge

Episode Mumber 2
o Demographics
) Date Of Discharge——§ - . . .
Als @ 9 Discharge Day Of Week | THURSDAY **Please verify the episode you are closing
03/14/2019 | T . .
before submitting the form

Guarantor Policy
o —Discharge Time ] th Of Stay 1
03:19PM | Current |
a

Discharge Practitioner
| ¥ | '
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SUSANNE MORRIS (010834)

Date Of Death
v

Reason For Death

Type Of Discharge

Completed Service

Accompanied By

Online Documentation

Discharge Remarks/Comments

RAdditional ccments.| e

Hospital Discharge Instructions
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Step 4- Update BHD Client Contacts Form (see separate tip sheet for instructions).
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